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Atomic Habits: Tiny Changes, Remarkable Results
By: James Clear
James Clear is the author of the #1 New York Times 
bestseller, Atomic Habits, which has sold more than 5 million copies 
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By: Michael Hyatt
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Living Forward, Your Best Year Ever, Free to Focus, and his newest 
book The Vision Driven Leader. 
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Founder of time management coaching company Lucemi Consulting

Attention Management: How to Create Success and Gain 
Productivity Everyday. 
By: Maura Nevel Thomas
Maura Nevel Thomas is an award-winning international speaker and 
trainer on individual and corporate productivity and work-life 
balance, and the most widely-cited authority on attention 
management. 
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Develop a mindset of focus tactics to help 
regain, retain, and retrain our focus. 

– Michael Hyatt, Free to Focus

“In a world where information is freely available, 
focus becomes one of the most valuable 
commodities in the workplace.”

- Michael Hyatt, Free to Focus

“The most dangerous distractions are the ones 
you love, but that don't love you back.”

- James Clear

Common distractions in the workplace 
are often:
• chatty co-workers, 
• office noise, 
• email consumption, 
• device usage, 
• social media
• difficult office relationships
• multi-tasking

7 Most Common Distractions at Work , Mark Pettit

“ We are distracted every 3 
minutes.”

-Michael Hyatt, Free to Focus
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Who is Already Nervous?

• If we remove the distraction, 
are we more productive?

• Is more work the answer?
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Three Things
Uninterrupted Work Time
Modified Work Hours
Email Down Time

Why is it important?
Uninterrupted work would allow me to stay on one task and finish a specific job
Allows me to miss the worst traffic and waste time in the car
Modified hours may allow me to participate in more school activities 
Email is the devil

In reality – what is at stake?
Not keeping up with the daily operations
Making my clients unhappy if I am not available
Missing an opportunity for organizational or personal development
If I am not working, I may not be getting the same pay

FreetoFocus/tools

If you had total control of time and unlimited budget, what would work life look 
like in terms of productivity?

“ Our instincts about productivity come 
from an age of manufacturing, where 
there was a defined set of routine tasks.  
We could increase margin by just doing 
those task faster…”

- Michael Hyatt, Free to Focus

• Modern concept of productivity means we 
must define what we are trying to accomplish.  

• Progress toward defined outcome may be a 
better measure of productivity.
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Determining 
What’s Important

Reducing 
Distractions

Recognizing Habits 
(Good and Bad) Setting Boundaries

Time Management 
vs. Attention 
Management

Preparation and 
Planning

We know all of this, so why is it still so hard?

• Comfort in the status quo
• Initial investment of time and behavior 

modification

(It never feels good to work out and eat healthy, but it 
feels great when you can fit your pants again)

Communication within an organization is 
crucial here.
• What is important?  
• Who determines what is important?

• This will be specific to each organization or department.

• Clearly defined priorities
• What to do first?
• When will it be completed?

“If you don’t prioritize your life, someone else will.”                                         
– Greg McKeown
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Clearly Defining 
What is 
Important

• Eisenhower Box
• Simple decision matrix, 

but the problem is 
everything is critical and 
immediate

• Warren Buffet’s 2 List 
Strategy

• Story of Mike Flint
• (Warren Buffet might be 

worth listening to.)

• Assessment of All Daily Tasks
• Help with Assignment of Duties
• Development of better job descriptions
• Happier and More Productive Employees
• Increased Proficiency in all areas of work
• Retention of Workforce
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Michael Hyatt’s Freedom Compass

All tasks are in 4 zones:
• Desire:  Passionate and Proficient
• Distraction: Passionate, but Not Proficient
• Disinterest:  Not Passionate, but Proficient
• Drudgery: Not Passionate nor Proficient
• Development: Movement from one zone to the next

• Passion: The work you love
• Proficiency: How well you do the work you’re paid to do

If we love the work, distractions are easier to filter out.

There are LOT of 
Task To Sort 
Through in a Day!
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• Desire:  Passionate and 
Proficient

• Distraction: Passionate, 
but Not Proficient

• Disinterest:  Not 
Passionate, but Proficient

• Drudgery: Not Passionate 
nor Proficient

Email 
“Your email box is full of other people’s priorities.”

• Set aside time to check email instead of letting 
emails interrupt the current task at hand.

• The distracting email notification message 

“An email inbox is like having a to-do list everyone in the 
world can populate.”

-Free to Focus, Michael Hyatt

All Other Social Media
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• Awareness is key!
• To change a habit, you must first identify the 

habit.
• After you have become aware of or 

recognized a habit, you will naturally think 
more about it the next time.

• Identify the triggers

• When do you have your best energy during 
the day?

• Know when to give your brain a break at the 
appropriate time.

• Things that cause distraction and reduce 
productivity

• Drudgery Type Tasks
• Unnecessary Tasks 
• Office Interactions
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• Setting boundaries enables you to get your work 
completed.

• Proactively set and enforce boundaries by 
communicating with those around.
• Professionally and respectfully

• Put your own filter on commitments.  Ask yourself if 
specific items could be eliminated?  
• Determining items of the most importance

• When was the last time you took an actual lunch 
break?

• Where to set boundaries?
• Meeting times
• Emails
• Cell Phones
• “Drop-in” Interruptions 
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Time Management
• Focus is on how and where time is being 

spent
• Organizing and planning how to divide 

time between specific activities.
• Tool of attention management

“Attention Management offers the ability to 
consciously direct your attention in any given 
moment, to be more proactive than reactive, and 
to maintain control rather than inadvertently 
relinquish it.  It is about regaining control over 
your attention and taking control of your life.”                              
– Maura Thomas

• A tool to help with attention management, 
alone it may not increase productivity

• Individually, time management is an 
outdated tactic.

• Time management is simply organizing your 
time.

• What do you think of when you think of time 
management?
• Schedule, organizer, planning, delegation, monitoring, 

action plan, allocation
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• Not all Distraction is Bad.

• Presence, concentration, daydreaming, and flow are part 
of a collection of behaviors that make up attention 
management.

• Learn how to shift between quadrants
• Aware
• Intentional

• Fully attentive and absorbed by current 
task

• Not a behavior

• Focusing is effortless

• Right conditions are present 

• Occurs when the brain disengages, and 
you lose your sense of self.

23

24



2/26/2022

13

• Most desired state, but very 
difficult

• Requires real effort

• Mindfulness 

• Eliminate distractions

• Retrain your brain

• Unfocused, but not distracted

• High control and low attention

• Almost eliminated in today’s world

• “aha!” moments

• Attention management is not always 
focusing on something.
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• Minimal control over attention
• Low control and low attention

• Switching between tasks every few 
minutes

• Scattered state
• Days feel busy, tiring, and 

unfulfilling
• Most common at work
• Constant distraction turns into a 

habit

• Human multitasking -concept that one can split their 
attention on more than one task or activity at the same 
time

• Multitasking can result in time wasted due to human 
context switching and becoming prone to errors due to 
insufficient attention. 

• But…If one becomes proficient at two tasks, it is possible 
to rapidly shift attention between the tasks and perform 
the tasks well.

• Multitasking can place us in quadrant 1 (Reactive and 
Distracted) where we have the lowest control over our 
attention
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“Civilization advances by extending 
the number of important 
operations which we can perform 
without thinking about them.”

- Alfred North Whitehead
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Rapid Prioritization and Execution through “Muscle Memory”. 

In theory, if you have mastered a task such that it becomes second nature, you can 
achieve Quadrant 4-Flow. 

But, if we introduce an additional factor that is less familiar, multi-tasking can keep us 
in Quadrant 1-Reactive and Distracted.

• Seasoned Front Desk Staff on a Monday AM  

• Office Manager with ½ of the Staff out with Covid

Red
Blue

Orange
Green

Pink
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Red
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Green
Black

Red
Brown

Purple
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Personal energy is a renewable resource 
made up of seven basic practices.
1. Sleep
2. Eat
3. Move
4. Connect
5. Play
6. Reflect
7. Unplug

“Almost everything will work 
again if you unplug it for a 
few minutes, including you.” 

–Anne Lamott
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• Changing habits is very difficult, and it 
doesn’t happen overnight.

• Become aware and make a conscious 
effort to make the change when you 
catch yourself in an old habit.

• Spending time away from a screen may 
cause anxiety.

• The thought of waiting to respond to a 
text or waiting to open an email probably 
sounds unbearable. 

• We already prioritize, set boundaries, 
and identify items of importance in 
other parts of our life.

• Mental Shift toward natural selection of 
tasks based on identified Important 
Work. 

• Attention Management should not 
create more work. 

• It should become part of your “process”
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• We are all distracted, but distraction is not always bad. 
We need to recognize when it is.

• Attention management is not the same as time 
management.

• Recognizing bad habits is easier than changing them but 
recognizing is the first step towards changing.

• It’s a mental shift, more than a checklist
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“Everybody ends up somewhere 
in life. A few people end up 
somewhere on purpose.” 

- Andy Stanley
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• Free to Focus –Michael Hyatt
• How to Overcome Your (Checks Email) Distraction Habit

• By Maura Thomas
• https://hbr.org/2019/12/how-to-overcome-your-checks-email-distraction-habit

• Make This Easy Mental Shift To Improve Your Productivity
• By Maura Thomas
• https://www.forbes.com/sites/maurathomas/2020/06/19/shift-to-attention-management-

from-time-management-to-improve-your-productivity/?sh=66aba31f58dc
• The Productivity Guide: Time Management Strategies That Work

• By James Clear
• https://jamesclear.com/productivity

• 7 Most Common Distractions at Work (And How to Tackle Them)
• https://www.lifehack.org/802571/distractions-at-work
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